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Quick Guide for 2017 Mail Ballot Elections

Location of Mail Ballot Training:
« http://sos.mt.qgov/elections/officials/resources

« Deadline for Secretary of State (soselections@mt.gov) to receive
mail ballot plans, timetables, and instructions:

 May 2, 2017 elections: March 3, 2017.

 Location of Mail Ballot Forms:
o hittp://sos.mt.gov/Elections/Officials/Forms#384234566-mail-ballot-forms

 Location of Mail Ballot Laws and Rules:

o http://leg.mt.gov/bills/mcaltitle 0130/chapter 0190/parts index.html
« hittp://Iwww.mtrules.org/gateway/Subchapterhome.asp?scn=44%2E3.27
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What is a Mail Ballot Election?
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Preparing Ballots
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Mail Ballot Elections - An Overview

e Eligibility for Mail Ballots

e Mailing and Receiving Ballots

e Replacement, Undeliverable, and Invalid Ballots

e Late Registrants, Inactive, and Reactivating Electors

e Places of Deposit

e Mail Ballot Forms

e Frequently Asked Questions and Quick Guide




What is a Mail Ballot Election?

* A mail ballot election is one that is
conducted by mailing ballots out
automatically to eligible active and
provisionally registered electors

* Mail ballot elections do not involve the use
of polling places

)




What Laws are Applicable to Mail Ballot
Elections?

* Title 13, Laws

MCA Contents ~ TITLE 13 CHAPTER 19

Cha pte r 19 TITLE 13. ELECTIONS

- CHAPTER 19. MAIL BALLOT ELECTIONS
gove rn S ma I I Part 1. Genera | Provisions

Part 2. Preelection Procedure

b a I I Ot Part 3. Election Procedure
elections

http://leg.mt.qov/bills/mcaltitle 0130/chapter 0190/parts index.html
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What Rules are Applicable
to Mail Ballot Elections?

Subchapter 26
° ° ° Administrative Complaint Procedures
L I h e Ad m I n I St rat Ive 44.3.2601 | ADMINISTRATIVE COMPLAINT PROCEDURES ‘ REP ‘ B8/25/2010
Subchapter 27
° Mail Ballot Elections
R u I e s I n ‘ h a pte r 44.3.2701 | INITIATION OF USE IN MULTICOUNTY DISTRICT j 413/2012
44.3.2702 | PLAN SPECIFICATIONS j 4/13/2012
44 3 S u b c h a pte r 44.3.2703 | TIMETABLE SPECIFICATIONS j 4/113/2012
el J
° 44.3.2704 | PROPORTIONAL VOTING j 4/13/2012
2 7 p rOVI d e 44.3.2707 | VOTING BY NONREGISTERED ELIGIBLE ELECTORS j 411312012
° ° ° 44.3.2710 | DISPOSITION OF BALLOTS RETURNED AS UNDELIVERABLE j 4/13/2012
a d d It I o n a I m a I I 44.3.2711 | PLACES OF DEPOSIT — ELECTION OFFICIAL DUTIES j 4/13/2012
| I I t I 44.3.2714 | PROCEDURES TO SECURE BALLOTS j 4/13/2012
a O p ro ce u re S L] 44.3.2715 | RECORDS OF BALLOTS RECEIVED j 4132012
44.3.2716 | SIGNATURE VERIFICATION PROCEDURES j 4/13/2012
44.3.2720 | TRANSMITTAL ENVELOPE j 411312012
44.3.2721 | SIGNATURE ENVELOPE j 4/13/2012
44.3.2722 | SECRECY ENVELOPE j 4/13/2012
44.3.2723 |INSTRUCTIONS TO ELECTORS j 4/13/2012
Home | Search | AboutUs | ContactUs | Help | Disclaimer | Privacy & Security

http://mtrules.orq
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What Statutory Role Does the SOS Have in
Regard to Mail Ballot Elections?

The SOS is required by state law
to review and approve,
disapprove or recommend
changes to mail ballot plans and
timetables.

The SOS issues advisories,
directives and informational
memos on mail ballot election
processes.
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Where in the MCA are Certain Jurisdiction-
Specific Qualified Elector Laws?

* School Districts

20-20-301 « Cemetery districts,
museum districts, park

e : : districts, fair districts,
» Special Districts: (See list at right.) Sésiialsvzstzlzisltsﬁg:s’s

7-11-1002, 1003, 1011 local improvement
districts, mosquito
control districts,
multijurisdictional
districts, road districts,
rodent control districts,
television districts, and
districts created for any
public or governmental
purpose not specifically [ }
prohibited by law.
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Where in the MCA are Certain Jurisdiction-
Specific Qualified Elector Laws?

« For the purposes of this section, the

 Special Districts: (See term “special districts” does not

list of exceptions at include business improvement
right.) districts, cattle protective districts,
7-11-1002(3)(c) conservancy districts, conservation

districts, water and sewer districts,
planning and zoning districts,
May include voting drainage districts, grazing districts,
by electors who are ngpltaoll_dlts_trltctslz |rr|gt;at|l§)n dltstrlt_cts,
- : ibrary districts, livestock protective
hot reglstgrgd n committees, parking districts, resort
the jurisdiction area districts, rural improvement
districts, special improvement
districts, lighting districts, rural fire
districts, street maintenance
districts, tax increment financing
districts, urban transportation
districts, water conservation and
flood control projects, and weed
management districts.
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Where in the MCA are Certain Jurisdiction-Specific
Qualified Elector Laws?

* Water & Sewer Districts
7-13-2212, 7-13-2325

Includes voting by electors who are not
registered in the jurisdiction

* Fire Districts
7-33-2106

Includes voting by electors who are not
registered in the jurisdiction

* Hospital Districts
7-34-2113
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Where in the MCA are Certain Jurisdiction-Specific
Qualified Elector Laws? (cont.)?

* Irrigation Districts
85-7-1710

Includes voting by electors who are not registered in
the jurisdiction and proportional voting

* Drainage Districts
85-8-305

Includes voting by electors who are not registered in
the jurisdiction and proportional voting
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Where in the MCA are Certain Jurisdiction-Specific
Qualified Elector Laws?(cont)?

Conservation Districts
76-15-207

Local Port Authority
7-14-1106

Housing Authority
7-15-4408

Urban Transportation Districts
7-14-210
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What is Proportional Voting?

* Proportional voting allows each
elector to cast votes based on the
amount of land owned by the
elector within the district.

* Only irrigation districts and
drainage districts have
proportional voting.

* The term “proportional voting”
does not refer to voting in bond
elections.
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What Does the Term “Political Subdivision”
Mean?

* The term “political subdivision” refers to the
specific jurisdiction, such as a fire district,
water and sewer district, school district, etc.

School
District

* Even if one election in a county is being held #2

at a polling place, other elections may be
held by mail ballot in the same county on
the same day.

District
#1

* In cases in which the voters overlap
between elections conducted on the same
day, all the elections should ideally be held
either by mail or at the polling place.

This will help avoid voter confusion.

* Please consult with your county attorney for
final decisions on interpretation of local
election laws.




What Types of Elections May Not Be
Conducted by Mail Ballot?

* Regularly scheduled federal, state, or
county elections;

* A special federal or state election,
unless authorized by the legislature;

* A regularly scheduled or special
election when another election in
the political subdivision is taking
place at the polls on the same day.




Are Mail Ballot Elections Ever Required?

Mail ballot elections are never required.

The governing body can request but not
require that an election administrator
conduct an election by mail ballot.

Alternatively, the election administrator
can initiate the decision to hold an
election by mail ballot.

The governing body can object by
resolution at least 55 days or more
before the election; if so, the election
cannot be held by mail ballot.
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What Are the Steps for Initiating
a Mail Ballot Election?

* The governing body of the political
subdivision passes a resolution and
transmits it to the election
administrator no later than 70 days
before election day.

Within 5 days, the election
administrator responds in writing
granting or denying the request and
specifying the reason(s).

If granted, the election administrator
prepares the written plan and
timetable.

—OR-




What Are the Steps for Initiating
a Mail Ballot Election (cont.)?

* An election administrator can initiate the election at
any time before the deadline for submission of the

plan and timetable, even if the governing body has
not made a request.

Election administrator must then:
Prepare the written plan
Forward it to the governing body
Include a statement giving the reasons
Inform the governing body of the right to object.

* The governing body can object to conducting the
election by mail ballot if it:

passes a resolution; and

files it with the election administrator no later than 55
days prior to election day.




What Are the Requirements for
Submission of the Plan, Timetable ,and
Instructions?

« The plan, timetable and instructions must be received by
the Secretary of State at least 60 days before the election.

* The plan, timetable and instructions may be amended up
until the 35" day before the election by notifying the SOS
In writing of any changes.

« The plan, timetable and instructions should be emailed to
soselections@mt.gov.

« If you email them, you do not need to follow up with a [ J
mailed copy, although you may want to call or email to
confirm receipt.
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What Are Tips for Filling Out the
Plan, Timetable, and Instructions?

« The plan, timetable, and instructions can be found
online at
http://sos.mt.gov/elections/officials/forms#38423456 ‘

6-mail-ballot-forms.
relpLul
« Make sure you fill in each applicable item on Tips |

the plan and timetable. P

« The 55t day (for the governing body to opt out of the
mail ballot election) before a Tuesday election is
always a Wednesday.

* On the timetable, be sure to put in actual dates
rather than ranges of dates.

« Also on the timetable, be aware of holidays and
weekends.
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Written Plan and Timetable

Mail Ballot Written Plan, Timetable and Instructions

WRST 52 MECEVEQ ST SECASTANT Of STATE MO LATES THAM S0 DATS SIROME ELSCTION DAY COMPLETE, SAWE AMD EWIAL THS FOWAI TO JOSELECTICN. A==
TS DOCUMIENT BART 52 AMISMOED UNTIL THE 337 DAYSERCEE THE SUSCTICN. (ELSCTICM CAM (52 CAMCELLED AT AMY THMAZ PETANTTED (57 LAWAL & SEZFRNATE PLAM

1 Legal Name of Jurisdiction Chick here to snter text
2 Name of County or Caunties Invobed Click hare to 2nter text
Estimated # of Electors {induding Actiee, Inective, and Provisionel in jurisdiction; Chck here to enter
Inactive votars afe only provided Dallots by request but should be incudsd in estimate)
4 Type of Elaction fog, trustes/biractor/poverning body, \evy, bong, craation, etz Click here to chaasz ane from list
3 Postage to retumn ballot paid by: elector or election office (8 @ insuficent, who pays] | Click here to choose from list
[ Describe pracedures you will use to ensure security and transpart of ballots Ballots will be dzpasited in locked ballot
box and secured in locked ar=a. Any
e i http://sos.mt.gov/portals/14
by at lmast two officials. L] u L]
7 Ballots will be printed based on: precinct, ward, or district Click here to choose from list . .
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through printed signature fists
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3 Last day for governing body to opt out of mail ballot {na later than 55 days before Chick here for calendar or enter a date -
election — if the election is on a Tuesday, the last day to opt out is a Wednesday) I N Stru Ctl ons.aocx
4 Secretary of State approves, disapproves or recommends changes to plan ‘Within 5 days of 305 receipt of plan
3 Publish natice specifying clase of water registration and availability of late Chick here for calendar or enter 1st date
registration Click here for calendar or enter 2nd date
frer mom-ackood dicticrs, publisbcd ot lont 3 ima in B 3 weda precfic. B dieas of Click hare for calendar or snter 3rd date
rgatatice, ceocpor wodt Morachood dioctices, prowidic dieac of egateice. areuel doctics
ectics erapesil destien polios of lont cees Botwess 307 and 30°" day Befioes diestien)
& Publish notice of election Chick here for calendar or enter 1st date
(Al me-acheel destmea: 13-3-108, MCA; scheed desiesa: 20-20-204, WICA Click hare for calendar or snter 2nd date
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{30 Saya Bcfom: dicclion; mowe o 29 Seya Bcfor diccion whos 30 Say fallz cr @ SurSey)
a B=ginning of lat= voter registration |applicable to all 2l=ctions] Click here for calendar ar enter a date
iz mpataies cpema e sl Sobona S dy wdee B doasof ol spateies)
a Specific date an which ballots will be mailed Chick here for calendar or enter a date
Mo accecr e 20 Say or et Rae 13 Sy Bcfor: dicion)
10 | El=ction Day Click here for calendar ar enter a date

Additional Information fio cooms the setions of lrw belew, wiit bt leg ot gou/illyines el

List hene any specal requinements from sppiicable lews: Water/Sewer (7-13-2212; 7-13-2325]. Fire [7-33-2105). Mussum (7-11-1011{3] |. Cemetary
17-14-20104 {3 || Drai name (258305, inrigetio n [S5-7-17 £0); c=rtein Spe el Districes (7-11-101 4)% | defined in 7-11-2002]3| {0 ]).

Affirmation:

By antaring my nama on the Nng balow, | gffirm that | will conduct the elachion acoording o the withen plan and timetable for conduching the alachion.
Jundorshand that any undelrerable balols must be flod soouroly, rotained and availablc for electors to vote and that | must athomgt to contact
tachors whose balats are undalrarabie. [fsuch ehachors cannot be contacted otharwiss, elachors in oddpear shechions will be mailed @ notice and the
quidelings in 13-13-243 AACA and ARMY 243 2740 wil be folowedl  [For school trustes slachions: if @ school trushes sisction is canoslad for any
regson, | undsrstand | must follow the deodlines and process in 20-3-213 AMCAJ

Typ= Name{s] Hare
Namie|s] of Electian Administratan|s] Canducting El=ctian

Complata the obove plon and Himatable and the instructions below, ond seve ond ama! this form to soselections E\mt. ooy,
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nstructions

IMSTRUCTIONS FOR VOTING A MAIL BALLOT — PLEASE READ CAREFULLY
Read carefully and follow all directions
Ballots must be received by election office by 8 p.m. on Election Day
Failure to foilow directions may invalidote part or all of your ballot

1 VOTEYOURBALLOT

= Asinstructed on the ballot, mark the designated
voting area foreach race using only black or blue
ink pen

* Votein all columns and both sides of ballot(s) as
applicable. Skipping a race will not invalidate your
ballot.

* Donot Cross out, erase, or use correction fluid.

* Donot make any identifying marks on your ballot.

* Donot mark more choices than allowed for each
race [owervote) as that will cause thatrace only to
not be counted.

SAMPLE OVERVOTED RACE
For United States Representative
{Vote for One)

< lohn Doe

ot

+  Towriteina candidate’s name, markthe
designate voting area to the left of the line
provided and print the name inthe blank space.

SAMPLE WRITE-IN VOTE
For United States Representative
{Vote for One)

B ok Doe

*+  |fyou make a mistake or spoil your ballot, request
a replacement ballot from the election office.

2. PREPARE BALLOT FOR SUBMITTAL

* Place VOTED ballotinthe SECRECY ENVELOPE and
seal (if multiple sheets, return all sheets of the
ballot).

* SIGN YOUR signature on the voter
affirmation on the back of the
Signature Envelope. Failure tosign
mayinvalidate your ballot.

+  |fthe signature onthe affirmation does not
match the signature on file, the ballot may be
rejected.

*  Placethe Secrecy Envelope containing your voted

ballotinto the Signature Envelope and Seal.

3. RETURMN BALLOT [
*  Mail your ballet; or .
*  Drop off ballot at election office:;

The place(s) of deposit and the days and times
whenballots may be returned to the placesof
deposit before electionday and on election
day are:

Enter here the address locations of the place(s)
of deposit, the Monday through Friday hours
before election day for each such place of
deposit, AND the election day hours for each
such place of deposit.

http://sos.mt.qov/portals/14

2/elections/documents/offic

lals/Mail-Ballot-Plan-

Timetable-and-

« This election is by mail ballot only — regular polling
places will not be open. Ballots must be received at
the election office by 8 p.m. on Election Day,

. (Nate: o postmark cannat be occeptad
so ifyou mail your ballat make sure there is enough tims
foritto reach the election office )

Instructions.docx

DO NOT FORGET POSTAGE IF MAILING - 3
cents postage requirsd

ASSISTANCE FOR VOTERS WITH DISABILITIES: There are
options for voters with disabilities. Contactyour election
office for information about all options.

MILITARY/OVERSEAS WOTERS: If you are an active-duty
absent military voter or overseas citizen, electronic
registration andvoting options may be available. Contact
your election office forinformation about all options.

IF YOU HAVE QUESTIONS CONTACT THE ELECTION OFFICE

AT: &=
Phone: 404- [

Fax: 406- [~ |
Email:

Please remember to fill
in the opening and
closing hours both
before election day,
and on election day.
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How Are Mail Ballots Prepared?

« Maill ballots are not required to have stubs.

« The names of candidates are rotated, except
In school elections.

« Ensure that each mail ballot packet contains %
only one each of the following:

« An individually stamped official ballot or
set of ballots;

 a secrecy envelope;
* a sighature envelope; and
« complete written instructions.




How Are Mail Ballots Prepared
(cont.)?

— Ensure that each packet is:

« addressed to a single individual elector
at the most current address available
from the official registration records; and

 deposited in the United States mail with
sufficient postage for it to be delivered to
the elector's address.

— Mark the packet pursuant to postal
regulations to ensure that, if undeliverable |25
as addressed, it is not forwarded.




How Is Mail Ballot Absentee
Voting Handled?

* A qualified elector who will be absent from the
county during the election may:

— vote in person in the election office as soon
as ballots are available and until noon the
day before the ballots are scheduled to be
mailed; or

— make a written request that the ballot be
mailed to an address other than the one on
their registration card.

« Written requests for absentee ballots must be
accepted until noon the day before the ballots
are scheduled to be mailed.

 Absentee ballots that are mailed are sent the
same day that all other ballots are mailed.
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Setting up Ballot
Processing

Since mail ballots are primarily returned via the mail, it may be
helpful to set up MT Votes to default to ‘Mail’ as the default
Source. Doing this will save time.

From the MT Votes main screen, click on System
Configuration. .




Setting up Ballot
Processing

Then click on County Configuration and then County
Parameters.

ystem Configuration — | | | X |

Voter Search Help

— County Parameters

- ADDRESSES
o VOTER RECORD Parameter Mame | Parameter Yalue o
: EET‘[?C?NNSS Ballot Processing Records Per Page(1-8)
'POLLING PLACE/LOCATION Ballot Receiving Message: Ballot{s) issued af
+- ELECTIOM WORKERS Ballot Receiving Message: Other ballot(s) alr
1. STATE CONFIGURATION Ballot Receiving Message: Process normally

» COUNTY CONFIGURATION Ballot Receiving Message: Replacement ball
""" County Contacts Ballot Receiving Message: Replacement issu
County Parameters

- Export Voter Images Ballot processing barcode file upload path wi\users\CT1024\desktopitest

-ERROR LOG Batch Scan starting Mumber 4443 =
-USER SETTINGS "I’ = : o= PR |, |

District Types to be printed on Confirmation Card

District Types Selected County District Types
-] AMBULANCE - PRECINCT

- [J CEMETERY SENATE DISTRICT

- [ CITYWIDE HOUSE DISTRICT

- [ COMMUNITY COUNCIL - SCHOOL DISTRICT

- [J CONGRESSIONAL

- [ COUNTY COMMISSIONER
- [ COUNTYWIDE

- [J DRAINAGE

-] FIRE

- JHOSPITAL

HOWUSE DISTRICT -
<« | v

k<l

Save |
Close |




Setting up Ballot
Processing

Then in the County Parameters window, scroll down until you
get to Default Ballot Processing Source, then set the value to 6

(Mail). Then Click Save.

System Configuration

#- ADDRESSES

VOTER RECORD
ELECTIONS

PETITIONS

POLLING PLACE/LOCATION
ELECTION WORKERS
STATE CONFIGURATION
COUNTY CONFIGURATION
- County Contacts

- County Parameters

- Export Voter Images

+- ERROR LOG

#l-USER SETTINGS

=l ol x|

Voter Search Help

— County Parameters

Parameter Mame | Parameter Walue ;I
Default Ahsentee Label

Default Absentee Status for Absentee Mainte
Default Address Type {0 = Non-Standard, 1

Default Ballot Processing Source (0 = 5]

Default Election for Absentee Reguests (0= 1
Default ballot process signature status

File Marme for TIF Import 0000001 tf =
oo T T o I'ﬂ_l

Default petition process sighature status
District Types to be printed on Confirmation Card

District Types Selected County District Types

-~ AMBULANCE - -~ PRECINCT

- [0 CEMETERY SENATE DISTRICT
-~ CITYWIDE HOUSE DISTRICT
-0 COMMUNITY COUNCIL SCHOOL DISTRICT
- [0 CONGRESSIONAL

- [0 COUNTY COMMISSIONER

- [0 COUNTYWIDE

-~ ] DRAINAGE

- FIRE

- JHOSPITAL

- E HOUSE DISTRICT -

<« | )

k<l

Save |

Close |




Setting up Ballot
Processing

Now when you open up Ballot Processing and create a new
batch, the Source value will now default to Mail.

[

E.

— Batch

Election |08/31/2015 MailBallotTest Batch Description |

Batch Date |0712912015 Received Date IO?,"29,|'2015 Identifier |

—Ballot Label Ballot Search in Workspace

j(n] I Add Mame I

Source |Mai| j Street | City | j Search |
List of Ballots in the Batch [~ Exceptions Only

Item # | Barcode | Voter Name Source |

Details Delete Voter Details Household View Ballots Close |




Who is Eligible for Mail Ballots?

- All qualified individuals in the political subdivision.

- To be qualified, any registered electors must be either
active or provisionally reqgistered electors:

Inactive electors are not automatically provided with
ballots; they must first reactivate.

Provisional registrants should be sent ballots,
accompanied by the provisionally registered elector
Instructions and elector ID form.

* In certain elections, individuals can vote if they own
property in the political subdivision, even if they are
not registered electors of the political subdivision.

Local election statutes specify the election-specific [ J

requirements.




When Are Ballots Mailed?

« All mail ballots must be sent on a single day
between 20 to 15 days before the election,
except:

— Ballots mailed to absent military and overseas
electors (sent as soon as ballots are available).

— Ballots mailed to electors who reactivate after
the date on which ballots are mailed.

« Ballots may be given to the following, before or
after the date the ballots are mailed:

— Late Registrants (in-person only)
— Reactivating Electors

— Individuals Requesting Replacement Ballots




How Are Submitted Ballots Handled?

« All mail ballots are considered to be voted as soon
as they are received in the election office.

« Avoted ballot is valid if: |
— It is sealed in the secrecy envelope and returned in the
signature envelope (see below if it is not placed in a secrecy
envelope);
— the elector's signature on the affidavit on the signature
envelope is verified,;

— 1t is received before 8 p.m. on election day (except for UOCAVA
Federal Write-In Absentee Ballots FWABs, which can be received by
the 6 day after election day, and electronically submitted ballots,
which can be received by 5 p.m. the day after election day).

« |If a voted ballot has not been placed in a secrecy envelope, the
election official places the ballot in a secrecy envelope without { }
examining the ballot.




How Are Replacement Ballots
Handled?

« An elector may obtain a replacement ballot if the original
ballot is destroyed, spoiled, lost, or not received by the
elector.

* Arequest for a replacement ballot must be made no later
than 8 p.m. on election day using a form prescribed by the
secretary of state and submitted by the elector to the
election administrator:

* In person;
« by regular or electronic mail; or
* by facsimile




How Are Replacement Ballots
Handled?

« Upon receiving the sworn statement, issue a
replacement ballot to the elector.

« Designate the election office, or a central location in
the political subdivision in which the election is
conducted, as the single location for obtaining a
replacement ballot.

« Keep a record of each replacement ballot issued and
designate the original ballot as “Void” in MT VOTES.




How Are “Undeliverable — Return to
Sender Ballots” Handled?

* |f a mall ballot is returned
undeliverable, the election
administrator should not mail the
ballot to a forwarding address on
the undeliverable ballot envelope:

* unless the elector confirms the

elector’s mailing address in writing
or verbally (see next slide) )
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How Are “Undeliverable — Return to
Sender Ballots” Handled?

« The election administrator should attempt to
contact the elector:

4 If the elector provides a written updated
mailing address, change the elector’s
address on file in MT VOTES and mail the
ballot to the new address;

4 If the elector verbally provides a new
mailing address, manually print a label for
that address but do not change the elector’s
address in MT VOTES unless and until you
receive a written confirmation.

37




How Are “Undeliverable — Return to
Sender Ballots” Handled?

 For UOCAVA absent active duty electors, counties
should contact FVAP and see if they can get a current
mailing address:

O Contact FVAP at Vote@fvap.gov, and provide the
elector’s full name, DOB and last four of SSN;

0 Whether or not the FVAP-supplied mailing address (if
any) matches what is on USPS yellow sticker, update
MT VOTES with the FVAP-supplied address and send
the ballot to that address;

4 If FVAP does not respond with an address, send the
ballot to the mailing address on the USPS yellow
sticker, but do not update MT VOTES unless the voter
confirms the address (such as by voting and returning
the ballot).

3.



mailto:Vote@fvap.gov

How Are “Undeliverable — Return to
Sender Ballots” Handled?

* |f the elector cannot be contacted
otherwise to update the elector’s mailing
address, mail an NVRA confirmation

NOTICE (unless an upcoming federal election is occurring within 90

days).

» By forwardable, first-class mail to the
mailing address in MT VOTES, with a
postage-paid, return-addressed notice.

* If the notice Is returned undeliverable, the
elector must be placed on the inactive list ( J
until that elector becomes a qualified
elector.




Undeliverable Ballots in Odd-Year

Poll Elections and Even-Year Mail
Elections

PLEASE NOTE:

* If the election is an odd-year poll election, a county
election administrator can optionally send out a
notice to try to get the mailing address problem
resolved, but the elector should not be inactivated
through this process.

* Similarly, in even-year mail ballot elections, do not
send out mail ballot inactivation notices, because this
process will almost certainly violate the NVRA
prohibition on systematic list maintenance within 90
days of a federal primary or federal general election.




To get to the undeliverable ballots section in MT Votes, start by
clicking on Ballot Processing.

Al MT VOTES = e

About

User: Sjolund, Casey County: STATE OF MT Date: 07/28/2015 Password Help Exit

Voters - mm——
Voter Registration System Configuration
Voter Search User Administration
Voter Merge Address Library
Batch Scan Legal Address Library
Commit Batch Messaging

Document Templates

Election Management Load External Data
Election Calendar NVRA Process

Ballot Processing
Districts & Precincts Reports & Labels
Election Workers Schedule Jobs
Absentee Maintenance Batch Management

Provisional Ballots
Petitions | Potential Felons
Petitions Last Updated 06/04/2015
Potential Deceased

Pre-Registration Last Updated 05/07/2015

Online Pre-Registration




« Select your
Election.

e Click the

Undeliverable
tab.

* Select New.

—

Search

Election

Batch Date From I

=[Ol x|

Voter Search Help
Batch Date To I ' Search ‘ Clear |

[09/15/2015 SOS Test

| Receive Date




Enter or scan in
the ballot
Information from
the label and
click Add.
Continue to do
this until all
ballots are
scanned in or
you reach your
batch limit.
Click Save and

then click Close.

' undeliverable Ballots

Batch Date IU?;’I?IEUIS Received Date IU?II?IEUIS

Ballot has been received. Help
—Batch
Election |09/15/2015 508 Test Batch Description |

Identifier |

—Ballot Label

ID |

City |

j Search |

—Yoter Details

Name on Ballot |SELBY, DEBRA R

Status |Active

Ballot Residential Address

Name in Record |SELBY, DEBRA R

Status |Acti\.re

Current Residential Address

1938 BELT VIEW DR
HELENA, MT 59601

Ballot Mail Address  Address Type :

Military Domestic

1938 BELT VIEW DR
HELEMNA, MT 59501

Current Mail Address

3029 DICKENS AVE
MANHATTAN, KS 66503

[T Inactivate

[~ Review Registration Change Now |

3029 DICKENS AVE
MANHATTAN, KS 66503

First

Delete | | Previousl

Next |  Last

Voter Details Save

| View Ballots




Undeliverable Ballots

T Receiving Ballot Batches =lol x|

Query executed successfully.

Voter Search Help

Search
|7Eector'| |09f15f2015 S0S Test |

Y You Can See Batch Date From I Batch Date To I Search | Clear |

the Batch # :L"&:LL T (e are [ canebate | o [
and the total

count of
ballots In
the batch.




* After you enter in your Undeliverable ballots, you should
print off either the BP-035 (Undeliverable Ballot Labels)
or the EX-BP2 (Undeliverable Ballot Labels Export).

* BP-035 will provide you with labels to send out the
Undeliverable Mail Ballot Notice to all the voters with
undeliverable mail ballots who could not be contacted
otherwise to update their mailing address.

* You should do this after each batch of Undeliverable
Ballots gets entered into MT Votes, and as soon as
possible after receipt of an undeliverable ballot to allow
time to resolve (assuming that you could not reach the
elector in order to update the elector’s mailing address.)




Undeliverable Ballots

If the odd year Undeliverable mail ballot notices
come back as Undeliverable, ensure that you track
them in MT Votes. To do this you can open the
voter’s record, click on the Undeliverable tab, and
enter the date the undeliverable mail ballot notice
comes back undeliverable, see below.

|
Undeliverable |

Reqistration | Misc Info | Custom | Duplicate Req.
Undeliverable 1st NVRA Motice

Undeliverable 2nd NVRA Notice

Undeliverable Mail Ballot Notice

Undeliverable Voter Reg Confirmation (vcc)

Undeliverable 2nd VCC Motice

Comments ﬂ




- Adding a date to the voter’s Undeliverable Mail Ballot
Notice field, as shown in the prior slide, allows you to
easily search the system for voters who had an
undeliverable mail ballot notice within a date range.

To search for these voters, simply pull up Voter Search,
select the Undeliverable Tab, and put in a date range in
the Undeliverable Mail Ballot Notice field.

 This will be useful as you can easily identify any voters
who were sent a Mail Ballot notice that came back as
undeliverable.

- If you use the NVRA module for inactivation (see second
bullet on following slide), you will be able to quickly
compare the lists to ensure you are not inactivating
anyone who should remain active.

ks




Bl
>

- If the odd year Undeliverable Mail Ballot Notice comes
back as undeliverable, you can manually inactivate the
voter with the reason of: Undeliverable Ballot by
changing the voter’s registration status, OR;

* You can wait and use the NVRA Module after you have
sent notices and after the election iIs closed, to inactivate
voters whose undeliverable mail ballot notice comes back

undeliverable.

Elections |

™ 1st Notice ¢ 2nd Notice
¢~ Inactivate Voters
- Inactivate Voters (for undeliverable mail ballots that
are not UDCAVA) Calculate Voters

Voter Count |

Change Voters Status | Print Label | E)::tractl




- Please note. If you use the NVRA Module in MT Votes
for Undeliverable Mail Ballots, it will inactivate ALL
voters who had an undeliverable ballot. It does not
track or verify whether or not you sent a notice, as is
required by NVRA.

It is possible for a voter to have an undeliverable mail

ballot but not an undeliverable notice, so these people
could be wrongly inactivated.

* If you use the NVRA module for this process, it is
recommended that you verify that each voter was sent
a notice that was also returned undeliverable, by going
to each voter’s Undeliverable tab and checking to
verify whether or not they should have been
Inactivated.

a9




Resending Undeliverable
Ballots

If the voter asks for the ballot to be resent to a new
address, MT Votes makes it extremely simple.

» Pull up the voter through Voter Search and go through
Elections > Issue Ballot.

T Voter Registration

Elections Petitions Imaging Address

Voter record successfully retrieved.

New Save Clear | Sean:hl Process Batch




Resending Undeliverable
Ballots

When the Issue Ballot screen comes up, select Resent-
Undeliverable as the Ballot Type, then the Label you use and
the Reason for Resending. When ready, click Print.

i’ 1ssue Ballot Request - |of x|

Voter Search Help

Election Name |9f15f2015 S0S Test j Ballot Type |Resent - Undeliverable -
Current Ballots

Ballot Seq. # | County Tracking #l Sent | Received | Style | Precinct | Stage | Type

=] a0 07/14/2... 07/17/2... P24 p24 Undeliverable Original
—Print Label

= With next Supplermental batch

¥ Mow Select Label IEDlt'I- GEMERAL DYMO -

Reason For Reissuing/Resent the Ballot |N0tiﬁed by elector to mail to different address j

Void Ballot Range | Change Sent Date' ‘ Print | RePrint | Cancel




Resending Undeliverable
Ballots

You WI I I be i’ Receiving Ballot Batches e =

Remove undeliverable ballot from batch (8) in order to enter a Resent Address.

brought to the e _
. Election 09/15/2015 505 Test -

U n d e I Ive rab I e |7Batch Date From I— Batch Date To I— Search | Clear |

batCh and Ballots Undeliverahle|

p ro m pte d to :atih # i Batch Description | g?;ir;:;;t; | ;l;;:f;zé)fste | Eount |

remove the ballot

from the batch.

Voter Search Help

Highlight the
batch number;
when you do, a
popup will prompt
you to click [hew ] _process ||_oerete
Process. _cose |




Find the
voter In
the batch
and click
Delete.

Ballots

Resending Undeliverable

i’ Undeliverable Ballots LI
Record 1 of 3 Help
— Batch

Election |SDS Test Batch Description |

Batch Date IW Received Date IW Identifier |
—Ballot Label Ballot Search

ID I Add Narne I

Street | City | j Search |

— Voter Details

Name on Ballot |CASEY, JEREMY T Name in Record |

Status |active Status |

Ballot Residential Address Current Residential Address

1422 WALNUT 5T
HELEMA, MT 59601

Ballot Mail Address  Address Type :  Military Domestic Current Mail Address

JEREMY.CASEY@GMAIL.COM
EMAIL

[T Inactivate [T Review Registration Change Now |

Delete First Previousl MNext | Last | View Ballots Voter Details

Save

Close




Resending Undeliverable
Ballots

Confirm that you

would like to remove [EEEESTEE X |
the ballot from the |
batch g;iggu sure you want to remove this ballot from the

Yes Mo

When you are
brought back to the
Undeliverable Ballot
screen, select
Close, two times.




Resending Undeliverable
Ballots

You will now be

brought back to the
Resend Screen . Resent Date W

—Resent Address

Country  [UNITED STATES OF AMERICA
Address TEST ADDRESS

Enter the date you
will resend the ciy/st/zp [FECENA 5] ] [sseo01
ballot and the print_|_Close_|
address you will be
resending the ballot -

TESTADDRESS

to. Click Print.




Reissuing a ballot

If you have to reissue a ballot before the
system sent date, the system will now prompt
you to change the original ballot’'s sent date
before you can reissue the new ballot.

=10l x|

Voter Search Help

Election Name |6f7i2016 S05 Election j Ballot Type IReissued j
Current Ballots
Ballot Seq. # | County Tracking % | Stage | Type |
2 164 i Sent Original
Voter Search Help

The original ballot sent date is greater than the current

date. Change the sent date to the current date.

—Print Label 0K | Cancel |
i With next Supplemental batcl
& Now Select Label [2014 GENERAL DYMO |
Reason For Reissuing/Resent the Ballot |Administrative j

Print I RePr‘intl Cancel

Void Ballot Range | Change Sent Date |




Under What Circumstances Are Mail Ballots
Invalid?

A ballot is invalid If:

— problems with the ballot have
not been resolved pursuant to
13-13-245

— any identifying marks are
placed on the ballot by the
elector; or

— The signature IS missing or
does not match, and the issue
IS not resolved by the elector



http://leg.mt.gov/bills/mca/title_0130/chapter_0130/part_0020/section_0450/0130-0130-0020-0450.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0130/part_0020/section_0450/0130-0130-0020-0450.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0130/part_0020/section_0450/0130-0130-0020-0450.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0130/part_0020/section_0450/0130-0130-0020-0450.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0130/part_0020/section_0450/0130-0130-0020-0450.html
http://images.google.com/imgres?imgurl=https://secure.hosting4less.com/egpchecks/images/2073m.jpg&imgrefurl=https://secure.hosting4less.com/egpchecks/mm5/merchant.mvc?Store_code%3DEBS%26Screen%3DPROD%26Product_Code%3D2073&usg=__EL9pbHrLshskScXDtOONqEj9UEw=&h=340&w=293&sz=11&hl=en&start=4&um=1&tbnid=UYAD99JRU1PSdM:&tbnh=119&tbnw=103&prev=/images?q%3Dinvalid%2Bstamp%26hl%3Den%26um%3D1

Under What Circumstances Are Mail Ballots
Invalid? (cont.)

A ballot is invalid if:

— more than one ballot is enclosed in a single
signature or secrecy envelope, unless:

* multiple elections are held at the same time
and the envelope has one ballot for each
election; or

* the signature envelope contains ballots from
the same household and:

— each ballot is in its own secrecy envelope;
and

— the signature envelope contains a valid
signature for each elector who has returned
a ballot.
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How Are Late Registrants
Handled?

 Late registrants who register to
vote In a mail ballot election (as
well as in polling place elections)
are provided ballots in person, not
by maill.

* People can late register in all

elections, including school
elections.




How Are Inactive Voters Handled?

* As noted earlier, inactive
voters are not automatically
sent mail ballots, unlike active
and provisionally registered
voters.

* Inactive electors must
reactivate by appearing in
order to vote, requesting an
absentee ballot, or notifying
the EA in writing of their
current address in the county.



How are Reactivated Electors Provided with
Ballots?

« At any time before noon on the day before
election day, a ballot may be mailed or, upon
request, provided in person at the EA's office
to an elector on the inactive list after the
elector reactivates the elector's registration.

« After noon on the day before election day, an
Inactive elector who reactivates may return to
the EA's office the next day (election day) in
order to receive and return a ballot.




How Are Places of Deposit Selected?

* The EA selects the election office and may
designate one or more places in the
political subdivision in which the election is
being conducted as places of deposit where
ballots may be returned in person by the
elector or the elector's agent or designee.

 If the election office is not accessible, the
EA must designate at least one accessible
place of deposit.

 EAs may designate certain locations as
election day places of deposit, and any
such designated location must function as a
place of deposit only on election day.




When and How Are Places of Deposit Staffed?

« Before election day, ballots may be returned to any
designated place of deposit:

— During the days and times set by the election
administrator; and

— Within the regular business hours of the location.

* On election day, each location designated as a
place of deposit must be open during the same
hours that polling places would be open, and
ballots may be returned during those hours.

« Each place of deposit must be staffed by at least
two election officials who (except for school
election judges) are selected in the same manner
as election judges.




When you
receive and
process a ballot
from a Place of
Deposit, ensure
that you select
Place of
Deposit as the
pallot source.

Election |09,115{2015 505 Test

Batch Des

Batch Date IO?;’l?IEOlS Received Date IU?Il?!EUlS Identifier

cription

—Ballot Label
D [453412583 Add
Source |m

Item £ E-mail
F

Details Delete

List of BalloAbsentee LEET
es on

Voter Details

Ballot Search in Workspace

Voter Name

Source

Household

View Ballots




What Forms Are Used in Mail Ballot Elections?

 Malil Ballot Written Plan, Timetable, and
Instructions

 Ballot Transmittal Envelope

 Ballot Signature Envelope with Affirmation

 Ballot Secrecy Envelope

« Ballot Replacement Request

« Mail Ballot Non-Reqgistered Signature Verification
Form

 Mail Ballots Voted in Person and Replacement ( J
Ballots



http://sos.mt.gov/Elections/Officials/Forms#384234566-mail-ballot-forms
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Plan-Timetable-and-Instructions.docx
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Plan-Timetable-and-Instructions.docx
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Transmittal-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Transmittal-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Transmittal-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Transmittal-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Signature-Envelope-with-Affirmation.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Signature-Envelope-with-Affirmation.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Signature-Envelope-with-Affirmation.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Signature-Envelope-with-Affirmation.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Secrecy-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Secrecy-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Secrecy-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/portals/142/elections/documents/officials/Ballot-Secrecy-Envelope.pdf?dt=1487019947464
http://sos.mt.gov/Portals/142/Elections/Documents/Replacement-Request-Form.doc?ver=2016-11-30-162454-173
http://sos.mt.gov/Portals/142/Elections/Documents/Replacement-Request-Form.doc?ver=2016-11-30-162454-173
http://sos.mt.gov/Portals/142/Elections/Documents/Replacement-Request-Form.doc?ver=2016-11-30-162454-173
http://sos.mt.gov/Portals/142/Elections/Documents/Replacement-Request-Form.doc?ver=2016-11-30-162454-173
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Non-Registered-Signature-Verification-Form.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Non-Registered-Signature-Verification-Form.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Non-Registered-Signature-Verification-Form.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Non-Registered-Signature-Verification-Form.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Non-Registered-Signature-Verification-Form.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Non-Registered-Signature-Verification-Form.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballots-Voted-in-Person-and-Replacement-Ballots.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballots-Voted-in-Person-and-Replacement-Ballots.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballots-Voted-in-Person-and-Replacement-Ballots.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballots-Voted-in-Person-and-Replacement-Ballots.doc
http://images.google.com/imgres?imgurl=http://www.emich.edu/ois/intnlstudents/forms1.jpg&imgrefurl=http://www.emich.edu/ois/intnlstudents/forms.php&usg=__JoODwYyYRuPWdSL8McNYQ0j_nbA=&h=364&w=423&sz=30&hl=en&start=1&tbnid=rRZGc6E3j1XEBM:&tbnh=108&tbnw=126&prev=/images?q%3Dforms%26gbv%3D2%26hl%3Den

What Forms Are Used
in Mail Ballot Elections (cont.)?

 Malil Ballot Place of Deposit Signature Loq

 Malil Ballot Daily Log of Ballots Received

 Malil Ballot Place of Deposit Transport Box Seal
Reqister

* \Verification of Signature/Missing Signature

 Undeliverable Mail Ballot NVRA Confirmation ( J
Notice



http://sos.mt.gov/Elections/Officials/Forms/documents/Mail-Ballot-Non-Registered-Signature-Verification-Form.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Place-of-Deposit-Signature-Log.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Place-of-Deposit-Signature-Log.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Daily-Log-of-Ballots-Received.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Daily-Log-of-Ballots-Received.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Daily-Log-of-Ballots-Received.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Place-of-Deposit-Transport-Box-Seal-Register.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Place-of-Deposit-Transport-Box-Seal-Register.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Place-of-Deposit-Transport-Box-Seal-Register.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Mail-Ballot-Place-of-Deposit-Transport-Box-Seal-Register.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Absentee-or-Mail-Ballot-Verification-of-Signature-Missing-Signature.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Absentee-or-Mail-Ballot-Verification-of-Signature-Missing-Signature.doc
http://sos.mt.gov/portals/142/elections/documents/officials/Absentee-or-Mail-Ballot-Verification-of-Signature-Missing-Signature.doc
http://sos.mt.gov/Portals/142/Elections/Documents/Undeliverable-Mail-Ballot-NVRA-Confirmation-Notice.doc?ver=2016-11-30-163008-507
http://sos.mt.gov/Portals/142/Elections/Documents/Undeliverable-Mail-Ballot-NVRA-Confirmation-Notice.doc?ver=2016-11-30-163008-507
http://sos.mt.gov/Portals/142/Elections/Documents/Undeliverable-Mail-Ballot-NVRA-Confirmation-Notice.doc?ver=2016-11-30-163008-507
http://images.google.com/imgres?imgurl=http://www.emich.edu/ois/intnlstudents/forms1.jpg&imgrefurl=http://www.emich.edu/ois/intnlstudents/forms.php&usg=__JoODwYyYRuPWdSL8McNYQ0j_nbA=&h=364&w=423&sz=30&hl=en&start=1&tbnid=rRZGc6E3j1XEBM:&tbnh=108&tbnw=126&prev=/images?q%3Dforms%26gbv%3D2%26hl%3Den

Frequently Asked Questions

In certain elections, is voting permitted by individuals
who are not registered in the district?

— Yes — see 13-19-304, MCA for specific
requirements for these individuals.

How are absentee list voters handled in mail ballot
elections?

— They are sent ballots through the normal mail ballot
process.

What happens if the mail ballot plan and timetable
are received by the SOS less than 60 days before the
election?

— The SOS can only accept mail ballot plans and

timetables if they are received at least 60 days
before the election.



http://leg.mt.gov/bills/mca/title_0130/chapter_0190/part_0030/section_0040/0130-0190-0030-0040.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0190/part_0030/section_0040/0130-0190-0030-0040.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0190/part_0030/section_0040/0130-0190-0030-0040.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0190/part_0030/section_0040/0130-0190-0030-0040.html
http://leg.mt.gov/bills/mca/title_0130/chapter_0190/part_0030/section_0040/0130-0190-0030-0040.html
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Quick Guide for 2017 Mail Ballot Elections

Location of Mail Ballot Training:
« http://sos.mt.qgov/elections/officials/resources

« Deadline for Secretary of State (soselections@mt.gov) to receive
mail ballot plans, timetables, and instructions:

 May 2, 2017 elections: March 3, 2017.

 Location of Mail Ballot Forms:
o hittp://sos.mt.gov/Elections/Officials/Forms#384234566-mail-ballot-forms

 Location of Mail Ballot Laws and Rules:

o http://leg.mt.gov/bills/mcaltitle 0130/chapter 0190/parts index.html
« hittp://Iwww.mtrules.org/gateway/Subchapterhome.asp?scn=44%2E3.27
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mailto:soselections@mt.gov
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http://sos.mt.gov/Elections/Officials/Forms#384234566-mail-ballot-forms
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http://leg.mt.gov/bills/mca/title_0130/chapter_0190/parts_index.html
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